
    HAYWARD COMMUNITY SCHOOL DISTRICT 

 

Title:    DISTRICT ACTIVITIES ADMINISTRATOR 

 

Qualifications:  1.   Wisconsin Administration certification 

     

2. Successful teaching experience at the high school level 

required,  and coaching and administrative experience   

                                          Preferred. 

 

3.  Knowledge of scheduling, budget, facilities, and  

                                         transportation as they apply to the overall operation 

                                         of successful athletic and activities programs. 

 

4.  Ability to assign, supervise, and evaluate staff. 

 

5.  Must have excellent communication skills. 

 

 

Reports To:  District Administrator/High School Principal 

 

Supervises:  The Activities Administrator is responsible for  

supervision and evaluation of coaches, advisors, volunteers, and 

event workers.  

 

Job Goal:  To assume primary responsibility for administration of all 

                                    co-curricular programs, which includes scheduling facilities,  

   games, practices, officials, transportation, maintenance,  

                                    staff supervision and budget.  Work to promote a positive 

                                    climate in the school with regards to activities in the  

                                    educational setting.   

 

Term:   The term of employment shall be for 210 days  

                                                 

 

 

 

 

 

 

 

 

 

 

 

 



Performance Responsibilities: 

 

Scheduling: 

 

1. Assume primary responsibility for scheduling games and practices for all athletic 

teams and club meetings/performances for activities. 

 

2. Assume primary responsibility for communication to media about scheduled 

events.   

 

3. Arrange for transportation of all students, coaches, and advisors in the co-

curricular program. 

 

4. Contract all officials and arrange for their payment. 

 

5. Work with the co-curricular staff in scheduling the use of facilities for practices 

and contests/performances.  

 

6. Be responsible for the procurement and scheduling of workers for events. 

 

7. Works with outside agencies to schedule the use of facilities for community 

events, practices, and performances. 

 

Event Preparation and Supervision: 

 

1. Monitor and direct custodial staff on proper preparation and maintenance of    

facilities  

 

2. Assume primary responsibility  for event workers, and staff supervision during  

events. 

 

3. Schedule and coordinate event supervision duties with local law enforcement and 

EMT services. 

 

4. Assume responsibility for ticket sales at events. 

 

 

Organizational duties: 

 

1. Represent the district at meetings involving specified duties and responsibilities in        

co-curricular activities. 

     

2. Report regularly to the administration. 

 

3. Budget preparation for transportation, officials, event workers,  facility  

maintenance, program needs, and related expenditures. 



 

4. Be responsible for working with building administrators in regards to 

coaching/advisor issues such as hiring, evaluating, and recommendations for 

renewal. 

 

5. Work with booster clubs on fundraising and goal setting. 

 

6. Oversee the scheduling of concessions. 

 

7. Aid youth programs in helping to align community and school athletic 

organizations and programs. 

 

8.    Oversee the organization of homecoming, snow week and other special events. 

 

Administrative duties: 

         

1. Take a leadership role in the in the co-curricular department providing direction 

for a positive, educational experience. 

 

2. Communicate with Building Administrators and Superintendent to determine 

individual program needs. 

 

3. Continue to develop and enforce the Co-curricular code. 

 

4. Maintain lines of communication between students, coaches/advisors, parents, 

and administration. 

 

5. Supervise and evaluate co-curricular staff and programs. 

 

6. Provide vision for the future of activities in the Hayward Community School 

District. 

 

7. Work with the community to build a relationship that will foster development of 

student activities. 

 

8. Promote co-curricular activities as an integral and beneficial part of the total 

educational experience. 

 

9. Attend BOE meetings as directed by the District Administrator. 

 

10. Serves on committees as directed by the District Administrator. 

 

11. Assumes other administrative duties as directed by the District 

Administrator/High School Principal. 

 

 


